
Individual Development Plan Guide

The Pacific Region faces mission and management challenges that call for a new
responsiveness to training development that support organizational priorities and
facilitates professional growth.  It is my hope that all managers and supervisors
will be fully responsive to this challenge and place a high priority on ensuring that
the training and developmental activities of all employees are carefully planned
and aligned with the mission and needs of their organization.

This guide is designed to lead supervisors and employees through the Individual
Development Plan (IDP) process.  IDP planning is a collaborative process
between employees and their supervisors.  This process is designed to access
the needs of both the organization and employees, and focus on building skills
that support the accomplishment of our important mission.  All of us bring unique
talents to the Pacific Region and the IDP planning process should reflect that
diversity.

                                          PATRICIA S. PEARSON
                                                  Director, Pacific Region CPOC
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INDIVIDUAL DEVELOPMENT PLAN GUIDE

The Individual Training Plan (IDP) process provides an opportunity for supervisors and
employees to identify training and development needs in order to ensure job and
organizational success.  An individual development plan is a written schedule or plan
designed to meet particular goals for development that are aligned with the
organization’s strategic plan and action plan.  The development of an IDP, which
outlines developmental objectives along with activities to achieve the objectives, will
afford employees an opportunity to develop skills.

The IDP and developmental objectives processes are inherently connected to, and
should be completed in conjunction with, an employee’s annual performance appraisal
and development of new performance standards and elements.  IDPs are used to plan
developmental experiences (details, course work, special projects, on-the-job training,
education, career development, etc.) which may change from year to year as the
mission of the organization evolves.

The IDP is not a binding contract. While every effort should be made by both employees
and supervisors to adhere to the plan, circumstances sometimes arise that require
modifying the IDP. Completing an IDP does not imply promotion; it is intended to
address developmental needs and facilitate growth while preparing the organization for
future challenges.  This guide was prepared to explain IDPs:  how to prepare them, how
to use them, and what to expect from them.

The IDP process is a four-step process that involves continuous two-way
communication between supervisors and employees.

Step One:  Determine Developmental Objectives

Step Two:  Explore Development Options and Select Activities

                              - Supervisor’s Preparation for Discussion
                              - Employee’s Preparation for Discussion

Step Three:  Prepare IDP and Hold Development Discussion

Step Four:  Take Action and Monitor Progress

Step One: Determine Developmental Objectives:

The first step in establishing an individual’s one year career development plan is to
outline goals and objectives before adding to other categories of the IDP.  Objectives
should reflect overall broad career goals and specific development activities intended to
accomplish them.  The career goals should identify types of future positions desired,
experience and training in other career fields, other education goals such as advanced
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degrees or a combination of all these.  The developmental objectives should be
attainable in reasonable time frames and should be job related.  These goals must be
measurable and achievable over a specified period of time.  They can include such
items as functional training, leadership education, professional activities and
assignment experience that can lead toward the overall achievement of the broad
career goals.  It is highly recommended that you share your objectives with supervisors,
colleagues and the significant others in your life.

A developmental objective might be:

Develop in-depth knowledge of the MS Word-Perfect System.

In this example, a secretary has been working for the CPOC Director of Personnel for
several years and understands his or her priorities.  However, the office has recently
installed a new software package, in MS Word, that she has never used before and she
needs to learn that program.

Step 2. Explore Development Options and Select Options

There are many different types of developmental activities; formal training is only one
option and many times not the best option.  The following is a list of various types of
developmental options.  It is not all-inclusive.

On-the-Job Training - Structured training in which learning objectives are achieved while
in the work environment and while completing work tasks.

Classroom Training - Structured formal instruction presented in a classroom
environment by a qualified instructor.

Self-Study Courses - Courses you complete at your own pace, e.g., correspondence
courses, computer based courses, etc. May or may not be completed during the regular
work day.

After-Hours Courses - Generally college-level courses taken outside the normal work
day.

Shadowing - Opportunity to observe an individual who has demonstrated successful
work strategies.

Discussions with Subject Matter Experts - A structured question and answer session
with a subject matter expert.  May be used to explore career opportunities or to learn
specific tasks.

Rotational Assignments - Short-term work assignments appropriate for the important
skills identified in the developmental objective.  This may be accomplished through a
formal detail.
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Developmental Assignment - Work assignments that challenge the employee to develop
and use new knowledge, skills and abilities within the current position.

Reading - Selected books and articles to increase understanding of a specific topic.

Development of Job Aids - Development of job aids to assist in the training of other
employees. First learn the task completely before attempting to teach other employees.

Participation on Task Force Committee or Team - Short-or long-term assignment that
affords the opportunity to develop new skills.

When selecting the method of accomplishment for the developmental objectives, the
following criteria may help identify the best methodology for your specific needs.

   - Will the method of accomplishment contribute to the developmental objective?
How?

   - What are the direct and indirect costs associated with the activity?

   -  Is the developmental activity easily achievable?

Estimate the projected cost and calculate the resources needed to achieve your
developmental objectives.  Resources include time, moral support and financial
investment and anything else that you need to accomplish your goals.  By assessing
abilities, how much work is involved, the attainability of a particular objective, and a
willingness to take on the work, identified goals are more likely to be achieved.

SUPERVISOR’S PREPARATION FOR DISCUSSION

1.  In preparation for discussion, reflect back to step 1 - Determine Developmental
Objectives- and Step 2 - Explore Development Options and Select options.  Consider
the job and standards for doing the job, particularly the job description and performance
appraisal.

2.  Consider the organization’s needs over the next several years to include strategic
plans, mission changes, changes in technology, expected turnover, staffing needs,
program plans, and future needs for particular skills.

3.  After projecting the organization’s needs, the assessment should focus on indicators
such as formal training, on-the job-training, developmental assignments, special
assignments, educational/academic courses and membership on teams/task forces.

4. Project short-and-long term developmental objectives and rough ideas of the training
and experience needed to achieve the objectives.
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SUPERVISOR-EMPLOYEE DISCUSSION

The discussion is an opportunity for the supervisor and employee to review plans for
achieving developmental objectives while considering career goals and the
organization’s particular needs. As a result of the discussion, the supervisor and
employee will develop an IDP.

Employee’s Preparation for Discussion

The employee should complete Step 1 - Determine Developmental Objectives and Step
2 -Explore Developmental Options and Select Options- and have rough ideas about a
draft IDP. This discussion should be informal and frank.  If it looks like one of the
activities or courses is impossible, supervisors can explain the reason.  One of the
purposes of the discussion is to find out what constraints management is under from
budget, policy or time standpoints.

The employee must be prepared to support identified developmental objectives and
training, education, or assignments.  The IDP discussion is not a performance appraisal.
Performance appraisals focus on the past while IDPs focus on the future.  IDPs foster
developing as much as possible in current work or future work.  That development
should be the topic of discussion.

Step 3.  Prepare IDP and Hold Development Discussion

Once the IDP is completed, a more formal meeting should occur.  The objective of the
development discussion is to review objectives and training and modify the IDP as
necessary.  A meeting should be scheduled in a neutral place such as a conference
room to discuss the IDP. The employee should be prepared to discuss the
developmental objectives and any formal training, on-the-job training, educational
courses, or developmental assignments.  Actively listen, clarify for understanding and
ask “how will the organization benefit from this developmental objective.

 Step 4.  Take Action and Monitor Progress

Once supervisors and employees agree on the IDP, by signing and dating the form, an
action plan must be developed.  For formal training, the Pacific Region Civilian
Personnel Operations Center (CPOC), Human Resources Development Division, and
the Civilian Personnel Advisory Centers (CPACs) should be consulted about finding and
enrolling in the courses.  If developmental assignments are to be completed, an action
plan must be developed.  When non-government training/tuition assistance is required
for educational/academic courses, consult your supervisor/commander.  Ensure the
course is job related and not solely for the purpose of obtaining a degree.

The IDP process is an on-going, continuous process of growth and development.  The
IDP should be periodically reassessed to determine its effectiveness in terms of
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developmental objectives, methods of accomplishment, and the need to update. At a
minimum, an IDP should be reviewed semi-annually.

FREQUENTLY ASKED QUESTIONS ABOUT INDIVIDUAL DEVELOPMENT PLANS

Question:
I am interested in attending a three-day training course I just found out about. It is not in
my IDP. Can I still go?

Answer:
The IDP attempts to identify all of your annual developmental objectives and training,
but sometimes other options become available after you have prepared your IDP.  After
getting your supervisor’s support for the course, check with your CPAC personnel
specialist.

Question:
I am satisfied with my current job, don’t think I need any further training, and am not
interested in moving into any other position.  What can an IDP do for me?

Answer:
Because “individual development” does not just mean finding another job or a
promotion, the IDP can be concerned with your growth in your current job-mastery of
skills or learning different facets of the job.  Employees planning to stay in their jobs still
must work at keeping skills current, remaining productive, and being successful.  Quite
a few jobs will not look the same in two years.  Requirements are constantly changing,
and it is critical to be current, if not ahead of the change.

Question:
I am not interested in career development now.  I do not want to take the time to identify
objectives and training needs.  Can I decide not to prepare an IDP this year?

Answer:
There is no mandatory requirement for an IDP except for career intern positions, and
VRA employees.  Supervisors should provide employees the opportunity to have a new
or revised IDP in place each year.  Organizations can work with employees to develop
IDPs that address mission-related training needs as well as career development
objectives, however, you can say “no” and your supervisor can agree.
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Question:
I will be retiring next year, how would I benefit from having an IDP?

Answer:
There are a number of benefits that could derive from having an IDP in place even
though you do not plan to continue much longer in your federal career.  While the IDP
can be designed to extend past a year, performance priorities are usually focused on a
shorter period of time, and the IDP process provides a tool for supervisors and
employees to reach agreement on developmental objectives and training/education
needs in the short as well as longer term.

Also, you might find it beneficial to share your knowledge and expertise with your
colleagues in the form of a mentoring relationship so there might be minimal “brain
drain” when you retire.

You might also benefit from gaining exposure to or refreshing your skills in areas which
will enhance your job proficiency while still working and which you will be able to use
after retirement.

Question:
Where can I get more information and guidance on the IDP process?

Answer:
Contact your servicing CPAC representative for additional assistance.

  



INDIVIDUAL DEVELOPMENT PLAN
EMPLOYEE NAME:  John Doe SOCIAL SECURITY NUMBER:
POSITION TITLE/SERIES/GRADE: Personnel Clerk (Leader)     GS-203-06 TARGET GRADE (IF APPLICABLE):
ORGANIZATION: Pacific Region CPOC BRANCH: Customer Focus
ENTRANCE ON DUTY DATE: 1 Jan 01
SPECIAL COMMENTS:

DEVELOPMENTAL OBJECTIVES:                                                                                                                 .
DATE OF    PROJECTED

PRIMARY GOALS/OBJECTIVES  METHOD OF ACCOMPLISHMENT COMPLETION                COST

Acquire proficiency in computer skills; software and applications: Formal Training FY 01 NA
Acquire the ability to input information into DCPDS correctly Formal Training; OJT May 01 DA Fund
Acquire knowledge to include a more comprehensive understanding Formal Training, OJT May 01
of  reasoning behind all personnel processes.
Become familiar with DOD regulations governing staffing actions Formal Training, OJT Mar 01 NA
Complete supervisory training courses Formal Training, Correspondence FY 02

FORMAL TRAINING:                                                                                                                                         .
DATE OF    PROJECTED

 METHOD OF ACCOMPLISHMENT COMPLETION                COST
1. Software Systems Overviews:
   EXCEL DOIM Feb 01 NA
   WORD DOIM Feb 01 NA
   POWERPOINT DOIM Mar 01 NA
Modern System Overview CPOC Briefing Mar 01 NA
Basic Processing Personnel Actions NISC Apr 01 $195
Personnel Procedures for Clerks and Assistants NISC May 01 $155
Advanced Processing Personnel Actions NISC Sep 01 $195
Basic Personnel Functions Course CBT Jun 01
203 Clerk/Assistant Course (CPOCMA) CPOC FY-02
Supervisory Correspondence Courses (ST 5001/5002 Correspondence FY 02
LEAD CPOC Classroom FY 02
Action Officer Development Course (ST 6000) Correspondence FY 02
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INDIVIDUAL DEVELOPMENT PLAN
.                                                                                                         (Continued)
ON-THE-JOB TRAINING

DATE OF    PROJECTED
 METHOD OF ACCOMPLISHMENT COMPLETION                COST

Computer Systems Overviews:
Use of the Internet CPOC Systems Feb 01 NA
E-Mail CPOC Systems Feb 01 NA
FormFlow (Benefits forms) OJT Feb 01 NA
Independently processing LWOPs and resignations OJT Mar 01 NA

EDUCATION/ACADEMIC:
Degree studies

 

DEVELOPMENTAL ASSIGNMENTS:
(May be used as the supervisor deems necessary)
One week rotational assignment through the branches of
the Pacific Region CPOC.

 One day in each section. April 01

DEVELOPMENTAL EXPERIENCES NEEDED FOR:
(  ) OVERALL CAREER DEVELOPMENT
(X) MORE EFFECTIVE PERFORMANCE IN PRESENT POSITION
(  )  MEETING THE REQUIREMENTS OF THE TARGET POSITION

REMARKS:

___________________________________                 __________________                                         ___________________________________               ________________
          EMPLOYEE’S SIGNATURE                                         DATE                                                               SUPERVISOR’S SIGNATURE                                   DATE
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INDIVIDUAL DEVELOPMENT PLAN
EMPLOYEE NAME: SOCIAL SECURITY NUMBER:
POSITION TITLE/SERIES/GRADE: TARGET GRADE (IF APPLICABLE):
ORGANIZATION: BRANCH:
ENTRANCE ON DUTY DATE:
SPECIAL COMMENTS:

DEVELOPMENTAL OBJECTIVES:                                                                                                                 .
DATE OF    PROJECTED

PRIMARY GOALS/OBJECTIVES  METHOD OF ACCOMPLISHMENT COMPLETION                COST

FORMAL TRAINING:                                                                                                                                         .
DATE OF    PROJECTED

 METHOD OF ACCOMPLISHMENT COMPLETION                COST
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INDIVIDUAL DEVELOPMENT PLAN
.                                                                                                         (Continued)
ON-THE-JOB TRAINING

DATE OF    PROJECTED
 METHOD OF ACCOMPLISHMENT COMPLETION                COST

EDUCATION/ACADEMIC:

 

DEVELOPMENTAL ASSIGNMENTS:
(May be used as the supervisor deems necessary)

 

DEVELOPMENTAL EXPERIENCES NEEDED FOR:
(  ) OVERALL CAREER DEVELOPMENT
(  ) MORE EFFECTIVE PERFORMANCE IN PRESENT POSITION
(  )  MEETING THE REQUIREMENTS OF THE TARGET POSITION

REMARKS:

___________________________________                 __________________                                         ___________________________________               ________________
          EMPLOYEE’S SIGNATURE                                         DATE                                                               SUPERVISOR’S SIGNATURE                                   DATE
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